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5 Auvgust
70 2 All Ares Records Officers

FROM ¢ Records Administration Officer

EUBRJECT: New Procedure for Processing of Routine Forw Reprints

1. iIn line with the ewphasis on a decentralized Forus
Management, Program, certain forms functiom wiil necessarily
bave %o be "farmed out" to the Ares Records Officer (ARO).
Step one of this plan involves the ARO's assuming a much
greater responsibility in the form reprinmt procedures. The.
Dlan, effective 9 August 1961, will be accomplished as follows:

a. ALl routive reprint requests for stock forms will
go direct from DSCB/OL to the ARO in the component
having primery responsibility for the forwm.

b. The ARO will send the approved request for re-
plenishment of stock forws back to DECB/OL through
thae Printing Services Producticn Coordinator located
in the basewent of Adwinistration Building.

¢. Noa-stock form reprints requests will also bypass
Foruws Management and go through ths ARO to the
Printing Services Division Production Coordinator.
The ARO will spprove all requssts for reprints and
indicate approval by signing his neme in special
instructions section of the Printing Sexrvica Reguiei-
tion. (Printing Bervices will not process requisitions
unless they are approved by the ARO.)

d. All requests for new or revised forws » both CIA
and other Government Agency; changes in status of
forms such as cbsoletions, changes in shipping
category, and sterility, will continus to be pro-
cessed through Forms Management.

@. This new procedure wiil Tequire s more eritieal
review of forms by the ARO. He will need to question
quantities ordeved, need, rreclassification, dupli.-
cation, eliminate forms vherever bha can and generally

- &ry to sharpen up reprint procedures . . -

2. a1 DD/P forms sction will continue to be processed through
the DIP/RMO, S

3. We will be bappy to assist the ARG with any problews he
®ay have in effecting this procedural chauge in sn orderiv mannen —

Ty,
C-O0-N-F-I-D-E-N-P-I-A-L
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